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DOCUMENT NAME:  Travel - TDY 
 

DOCUMENT TYPE:  11 
 
 
1. Description:  Covers all Temporary Additional Duty (TAD) and Temporary Duty 

(TDY) travel for military, reservists, and civilian members. 
 
2. Primary Forms: DD-1351-2,  Travel Voucher or Subvoucher 
 
3. Related Forms: CG-4251,  Military and Civilian (TAD/TD) Request and Travel  
                                                    Orders 
  CG-5131,  Standard Travel Orders For Military Personnel (refer to  
                                                    Figure 12C-21) 
  SF-1038,   Advance of Funds Application and Account 
 
4. Document Number:  Standard Number - unit assigned. 
 
 SAMPLE:  1104904FAB001 
 

 Document    FY      Procurement   FY Contract              Program   Document 
    Type     Funded     Site Code      Originated   Region  Element   Sequence  Suffix 

 
      11            04               90                    4              F           AB             001     

 
5. Accounting Line:  If multiple lines are used, a different suffix is required for each 

line starting with 000. 
 
 SAMPLE:  2/F/401/136/30/0/AB/12345/2100  (See Note) 
 
 Note:  Include the appropriate reimbursable number after the object class code for 

reimbursable travel.  For further information see Chapter 9. 
 
6. FINCEN Critical Processing Requirements: 
 

a. Issuing units must ensure travel orders CG-4251 or CG-5131 are completed in 
entirety.  The following information is critical for processing: 

 
(1) Name and SSN of traveler. 
 
(2) Accounting data - CG-4251, block 14; CG-5131, block 7. 
 
(3) Standard document number - CG-4251, block 15 under Document ID, 

Travel Order Number (TONO) heading; CG-5131, block 7 under Document 
Identification Number heading. 

 
(4) Appropriate Treasury Symbol (Appendix B) - CG-4251, block 12; CG-5131, 

block 10. 
 
(5) Estimated cost - CG-4251, block 15; CG-5131, block 7. 
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6. a. (6) Civilian Mileage/Per diem - CG-4251, blocks 16 and 17 must be completed 

for civilian personnel. 
 
 
7. Other Information:  A different suffix must be assigned for each member traveling 

under group orders.  Begin with suffix 001 and number each traveler consecutively. 
 
8. FPD Information: 
 

a. Travel Orders (CG-4251) are created in the Requisitions Applet.  Generic input 
is made through Simplified Acquisitions under the Miscellaneous Icon. 

 
b. Obligation will transmit electronically via FPD. 

 
c. A copy of this document is NOT to be mailed to FINCEN as all obligations 

should be transmitted via FPD. 
 
9. Document Flow: 
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Figure 12C-3 Travel - TDY 
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9. a. Figure 12C-3 describes the procedures for processing Travel - TDY. 
 

b. The unit prepares the travel orders for the member, retains a copy for the unit 
files and gives the original to the member.   

 
c. Travel will then be arranged either by the member with their personal 

Government Travel card or by the unit's corporate travel card.  If a Government 
Transportation Request (GTR) is involved, see the document type 14 section of 
this chapter. 

 
d. When a cash advance is required and the member does not have a Government 

Travel card, the unit prepares a SF-1038 for the member.  Advances may be paid 
via cash or traveler's checks and the SF-1038 is submitted to the authorized 
approving official for signature.  (For more information on Traveler's Checks see 
Chapter 11).  Cash advances are limited to $500.00.  The member gives the 
imprest fund cashier the SF-1038 along with the original and one copy of the 
travel orders. 

 
e. The imprest fund cashier endorses the original copy of the travel orders and gives 

the member the cash advance.  The cashier also returns the original copy of the 
travel orders to the member.  The imprest fund cashier forwards the original SF-
1038 and a copy of the travel orders weekly to the FINCEN for replenishment.  

 
f. Upon completion of travel, the traveler prepares a DD-1351-2 in UTS and submits 

it along with the original and three copies of the travel orders to the unit for audit 
purposes.   

 
g. The IATS program at PSC computes the claim and transmits it to the FINCEN via 

the Travel Liquidation Certification (TLC) program.  Payment will then be made to 
the member, if required.  See Chapter 11 for more information on TLC.  Also see 
the Travel Advance Control (TAC) section of Chapter 11 if an advance has been 
made. 

 
h. If the travel is performed on a reimbursable basis, a copy of the agreement must 

be FAXED to the FINCEN (OGR) at (757) 523-6024 at the time the order is 
created.  See the Reimbursable Travel section of Chapter 9. 

 
i. TAD and Reserve Training spanning more than one FY are discussed in Chapter 

11, paragraph 21, Section II on fiscal year closeout procedures.  Most 
expenditures are prorated to each FY, but airfare is charged to the FY in which 
the travel began. 
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10. Sample Forms:  See Figures 12C-4, 12C-4a, 12C-4b,  12C-5 and 12C-6. 
 
11. PES Report Sample: 
 
                                                 TRANS       BATCH         COST         OBJ                      UNDELIVERED    ACCRUED 
           DOCUMENT ID              CODE      NUMBER     CENTER     CLASS   COMMIT        ORDERS          EXPEND          EXPEND 
 
           1104904FAB001000        051       04216FHBF      12345         2100           0.00              150.00             0.00              0.00 
           1104904FAB001000       0512      04259FXHB      12345         2100           0.00              150.00-           0.00              0.00 
           1104904FAB001000       102F      04259FXHB      12345         2100           0.00                0.00               0.00          150.00 
 
12. References: 
 

a. COMDTINST M4600.17, Coast Guard Supplement to Joint Federal Travel 
Regulations, Volume I.  

 
b. COMDTINST 4600.14A, Travel Charge Card Program. 

 
c. COMDTINST M7210.1B, Certifying and Disbursing Manual. 

 
d. COMDTINST 12570.4, Civilian Travel Management Program. 

 
e. DOT Order 1500.6, Travel Manual. 

 
f. Joint Federal Travel Regulations, Volume I. 
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Figure 12C-4 DD-1351-2, Travel Voucher or Subvoucher 
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Figure 12C-4a DD-1351-2, Travel Voucher or Subvoucher (con’t) 
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Figure 12C-4b DD-1351-2, Travel Voucher or Subvoucher (con’t) 
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Figure 12C-5 CG-4251, Military Temporary Additional Duty (TAD) or Civilian 

Temporary Duty (TD) Request and Travel Order 
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Figure 12C-6 SF-1038, Advance of Funds Application and Account 
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